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OCEAN CITY SCHEDULE NO-RKZ‘g

DEPARTMENT. OF RECREATION AND PARKS

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE 1 OF _ 1
Agency Division/Unit
Town of Ocean City Recreation & Parks

Programs, Administration & Maintenance

lLE)M DESCRIPTION RETENTION

1. Personnel Files(copies)- |Retain for 3 years, then-
permanent personnel infor- destroy
mation, certifications,
current review listings,W4
forms, e-mail, and - -
performance appraisals.

2. Cash Receipts- Retain ror 3 years and until
G/L summary distribution all audit requirements have
reports, cash journals, daily |been fufilled, then destroy.
receipts, (yellow copies),
activity sales receipts, (from
POS register, receipts, and
daily receipt tapes.

3. Subject files - Screen annually. Destroy mat-
Accident reports,bids, bleachererial having no further admin-
rentals, requisitions, site istrative, fiscal, legal or
inspections. budgets, comp- operational value. Retain
laints, G/L summary dist- permanetly any material that
ributions, injury reports, gas/|serves to document the origin
fuel reports, inventorys development, and accomplish-
travel/training requests, ments of the department.
building files, volunteer Transfer periodically to the
records, and lost & found Maryland State Archives.
records.
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~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECOROS MANAGEMENT DIVISION : )
SCHEDULE (OGS 550-1) . 7275 WATERLOO ROAD <
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of
1 1. DEPARTMENTIAGENCY < 2. DIVISION 3. UNIT
‘ - ' , %
a7 CA7 7 VB 42045

DEFINITION - RecordeSeries - A group of related racords normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

| e A //7 s (Lo =) —E

6. RECORD SERIES DESCRIPTION ( Bricfly describe the types of mformanon/cccu'nenxyfor ‘cund in the Series. Include the purpose of function of the Szriss:
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7. RECORD SERIES FORMAT(S) o 8. RECORD SERIES SEQUENCE - 8. VOLUME #-
. T - T Orawais)
etter Size

O Microfilm phabetical i O Microfilm Reet is;
. ' 0 Comouter Tape (3!

o Legat Sze G_Compute.! Tapé E . O Numerical . ‘ z Q Other (Speciiy)

QO Bound Book i a Floppy Disk O . Chronological A "Number A
QO Audio Tape - O Video Tzpe O Geographical . 10. ANNUAL ACCUMULATION
. _ . . . O File Drawer is;
" a Other (Specify) _ O Other (Specify) : G Microfilm Reel {sj

O Computer T50e(s}
Q Other (Specify)

~ Number
11." FILE IS USE] i - ‘ ' .A 12. FILE BECOMES INACTIVE AFTER
. Daily - O Weekly O Monthly ' a  Month(s) c  Year(s)
. : Number

13. /?GRRENT LOCATION(S) .(Bldg.,' Floor, Room) 14. IS RECORD SERIES DUPUCATED ELSEWHERE? {if yes. specify agency =t cffica!

i -

s "'— #‘W a  Yes S No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion.(s) "~ | t6. AUDIT REQUIREMENTS =

a Yes . . o No a  None » o Slate G Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and RECOMMENDED RETENTION /« /—y. F— ;6/5?/ Y
describe any hardware/software) = 7 A] / \g

o Yes , o No %604657"0/ |

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER : 21. DATE

3 5504 {Revised 1193)




- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DMSION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY
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3. UNIT

DEFINITION - Recostls Series

- A group of related racords normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE
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7. RECORD S ES"FORMAT(S) 8. RECORD SERIES ENCE 9. VOLUME /
o File Orawet(s)
Lelter Size a Microfim é p a Microfilm Ree! (s
’ L ] O Computer Teoe 3]
O Llegal Sze o Computer Tape a Numerical ﬁ o Other (Spsciy)
O Bound Book O Floppy Disk O . Chronalagical * Number d/ 7‘/;-
O Audio Tape QO Video Tepe G Geographical 10. ANNUAL ACCUMF’LAT'ON
. | . -, O File Drawer s}
a Other {Specify) O Other {Speciiy) O -Microfilm Reel {sj
0 Computer Tape(s)
0 Other iSpeciy}
~Number
11." FILE IS USED g _ 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly o Monthly o Month(s) c  Year(s)
. ) Number
13. CURRENT LOCATION(S) (Bl ' . Floor, Room) 14. 1S RECORD SERIES QUPLICATED ELSEWHERE? {If yes. specily agency ot office!
2’{%- o= Mp_ O Yes 3 No
15. ACCESS RESTRICTIONS (If yes, cile faw(s) & regulation(s) - 16. AUDIT REQUIREMENTS
0 Yes o No a None O Slate o Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarelsofiware) M M'
0 Yes O No Mg 5 eﬂ/ﬁ /; p/b-
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER : 21. DATE

S 550-4 (Revised 1/93)




IONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
;| SCHEDULE (OGS 550-1)
i

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY
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1. DEPARTMENT/AGENCY

P ST or

2. DIVISION

S + )2 K=

3. UNIT

DEFINITION - Recotds,&éies - A group of ralated records normally filed and used as a unit for reference as

well as retention and disposition purpases.

' 4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

Lwsh feospls
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6. RECORD SERIES DESCRIPTION ( 8riefly describe the types of information/cccumenisiforms found in the Series. Include the purpose or !
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7. RECORD SERIES FORMAT(S)
Letter Size

9. VOLUME

Number

8. RECORD SERIES SEQUENCE /____,
. ) rile Drawer(s)
Q0 Microlim C Alphabeticzl a Microfilm Ree! ;s;
o E / } O Computer Teoe :5;
O Legal Sze O Computer Tepe urnericat : - o Other (Specily)
O Bound Book G Floppy Disk O Chronologica!l “Numbar O , F—
a Audio Tape O Video Tepe G Geographicz! 10. ANNUAL ACCUMULATION
) : . O File Drawer is;
a Other (Specify) O Other (Speciiy) 0 Microfilm Reet s
; a Computer Tspeis)
j)% a Other {Speciiy)
' ~ Number
11.  FILE IS USED _ - 12. FILE BECOMES INACTIVE AFTER
Dally - O Weekiy O Monthiy o  Month(s) c  Years)

13. CURRENT LOCATION(S) {Bldg.. Floor, Room)

JRAETFH STresy

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency cr offica!

O Yes S No
-
5. ACCESS RESTRICTIONS (If yes, cite faw(s) & regulation(s) ' 16. AUDIT REQUIREMENTS
o Yes : . o No O None o Stlate O Fegeral O Independent

i7. (S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software)

a Yes G. No

18. RECOMMENDED RETENTION

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER

5504 (Revised 193)




